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Navigating the Contract

Saving the Contract Data:
e Clicking ‘Continue’ at the bottom of each page saves
information/data entered

Click 'Continue' to save data
o [f exiting the system before completing the contract, click _ HCDMIWE

‘Continue’ to save current data

Time Limitations:

e Atimer starts from the moment the contract site is entered. If there is no activity for 30 minutes, the user will get an error message and has to return to the
main Login screen. Any data on the page you were working will not be saved.

e Any movement on a page will reset the 30-minute timer.

Returning to previous pages:

e Click on one of the links at the bottom of the page.
The name of the link will tell you what page you
will go to.

e If you click on the ‘Back’ icon at the top of the Sermeaton =

. [ <« C' | & https://uaapps2.dpi.wi.gov/WCNP/res/contract/ccih/CcihContractCertificationPre.do
screen, your data will not be saved from the screen
you are currently on

[General Info] [Governing Board] [Additional Governing Board Memb] [Board Information] [Internal Controls] [Organizational Capahility]
[Monitoring Ratio] [Staff] [Program] [Flans-A] [Plans-B] [Plans-C] [Plans-0] [Budget Summary] [Financial Mgmt. Plan] [Financial Mgmt. Plan
[ Attachments

Exiting the Contract:
e Click ‘Logout’ in the upper right corner of the blue
boxes.
o If exiting the system before completing the
contract, click ‘Continue’ to save current data

Home-— Sc ol Community Summer 4 q =
_ | pay Nutrition Nutrition Food g‘:ec:‘; ik gg:i:: s | Logout
Care Program Program og

Home Contract |Print-Browse Application

Validation Errors:

e If required information is missing or has been
entered incorrectly, you will see a ‘Validation Error’ validation Error:- You must correct the following error(s) before proceeding:
at the top of the page. The error will list what « 2 least one checkbox under Critical Steps is required.
information is missing or was entered incorrectly.
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Logging onto the Contract

Go to this website: http://dpi.wi.gov/nutrition/online-services Google Chrome is highly recommended.

Bookmark this Wisconsin Child Nutrition Programs Online Services Webpage only, NOT the log-in page, in order to receive important information regarding
claims and contracts.

Click on “Online Services Log-in” for the Child and Adult Care Food Program.

Wisconsin Child Nutrition Programs Online Services

Online Services .
Bookmark this page for future easy access
to Online Services and to receive
l:
online Services Log-in online Services Log-in Dr::g:;::s; importa nt information rega rding
] ) Click on the button contracts and claims.
= Child and Adult Care +  At-Risk/Emergency USDA Foods
Food Program (CACFP) Shelter

Enter your Agency Code and Password. Click ‘Submit’.

(N LOG IN

Agency Code 999001

Passward [TTTrTS
ey s

PROGCRAMSE
Wincoxein DRI

Select ‘Home-Day Care’

School Community Spedial Other
Nutrition Nutrition Food Milk Services | ogout .
Programs Program Program

Home| Claim Reimbursement Quarterly Financial Report Contract DWD Provider Application
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Logging onto the Contract (continued)

Select ‘Contract’

[)a i i DO

Programs Progra Progra Prog

Home Home-Day Car* Contract IRenew Contract Via Annual Certification Renew-Update Contract Browse Contract

Once an agency clicks on ‘Contract’, two links will appear.

Home Home-Day Care |Contract | Renew Contract Via Annual Certificatiof fRenew-Update Contrac] Browse Contract

The two links have the following functionality:

Renew Contract Via Annual Certification

Renew-Update Contract

v" An agency can only use this option once per federal fiscal
year, when renewing their contract;

v All the contract information can be reviewed and updated
while renewing the contract via the annual certification
function;

v’ This page provides an option to update each page
information within the approved contract, then return to
the certification page;

v All agencies are required to:

o Review, amend and update as necessary their
budget for the upcoming year.

v’ Any corrections/changes after the contract is submitted to
DPI are only allowed via the ‘Renew-Update Contract’
option, and NOT using the ‘Renew Contract Via Annual
Certification’ option.

An approved agency that has many changes to make to the
contract at the time of renewal;

An approved agency that has contract changes to make
throughout the year; (i.e. staff changes, revised budget,
etc.).
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Agency Contract Preparer/Enterer Information

Contract Preparer/ Enterer Information: Each time you enter the contract to submit or revise contract information, you will be asked to enter the name and
contact information for the person who is entering the data. This information is not reflected in the contract.

Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Agency Contact Preparer/Enterer Information

136812 - Community Coord Child Care Dane

[Contract Preparer/Enterer Information]

Please fill in all requested information. It will be used to contact the agency for any
questions regarding the submitted Application.

First Mame Last Mame
Phone Mumber Extension

Email

H COMT IMUE

Click “Continue’
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General Information
When entering information make sure to use correct spelling, capitalization, punctuation, etc., as the data will be saved as it is entered. Review all fields,
including those that have been pre-populated from the previous FFY.

Agency Name: Must match legal entity name found on IRS documentation :@5 PUBLIC INSTRUCTION
AP - — e Nutrstion | e i e |

Federal Employer Identification Number: (FEIN): Do not include dashes (-) Care | Programe | Progeam Program | Program | Seriees | B

Home Renew-Update Contract
. . . . . Sponsoring Organizations of Family Day Care Homes (FFY 2017)

Congressional District: Use one of the following to determine the number Map or Address Locator s .
Agency Name Federal Employer Identification Number

CESA Number: Use th|S map to determine the number Congressional District |5 ¥| CESANo.[01 ¥| County | Milwaukee ¥|  Sponsor Type| Private Monprafit ¥
Agency Street Address

County: Click on the drop-down box to select the county of the agency street address for the srestpadree | =

Institution/Sponsoring Organization

Mailing Address (Enter even if it is the same as the street address listed above)

Street/P.0. Box
city State | None | zip

Sponsor Type: Click on drop-down box and select the applicable type: Public or Private Nonprofit

Authorized Representative

First Name Last Name

Agency Street Address: Enter address of the administration office or main location pucorsits | T Jiwwsoorren il [Adminstator Teacher '
Email Address
Mailing Address: Enter agency mailing address Executive Director | Chck if ot Applicable
;;; :ra;;h / ] [MM/DD/YYYY] e Title | Principal/Administrator v
Authorized Representative (AR): Official within the organization with the legal authority to enter o et ——
into contracts and execute such documents on behalf of the organization. The AR certifies that the Enrollment of Children and Day Care Homes
organization agrees to conform to the CACFP regulations, guidelines, and policies and may or may e G o et
not complete any or all CACFP tasks but is ultimately responsible for the CACFP. et e e st b s o o ren [ g

USDA Foods or Cash-in-lieu
. . . . . . . . . Does your agency wish to receive USDA food or cash-in-lieu of USDA foods. | Cash-in-lieu of USDA foods ¥
Executive Director: Chief Executive Officer or managing director of an organization, company, or e
corporation. The Executive Director is accountable to the Chairman of the Board and reports to the Blcowms

board on a regular basis.

Enrollment of Children and Day Care Homes: Enter the Approximate Number of Enrolled Children and the Total Number of Approved Homes.
Reimbursement: Select one reimbursement method to be used for all Tier Il homes.

USDA Foods or Cash-in-lieu: Select Cash-in-lieu of USDA foods or USDA Foods.
Click “‘Continue’
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Governing Board Information

An acceptable independent board of directors consists of a majority of voting members:
e Who are not family-related to each other;

e Who are not family-related to staff listed on the Staffing Personnel page of the agency’s
CACFP contract;

e Whose livelihood is independent from the agency’s activities; AND
e Who hold no personal financial interest in the agency’s activities
A majority is defined as 50% or greater of the total number of voting board members.

Definitions of family-related and financial interest are

included at the top of this contract page.

School Community Summer Spedial Other
Nutrition Nutrition Food Milk Seryices Logout
Programs Program Program Program

Hame Renew-Update Contract

Enter the required information in all fields for all four governing board members:

e The Board President cannot list an email address that is the same as the Authorized
Representative

e Enter a different email address for all four governing board members

e If your agency has a vacant board position, type in ‘vacant’ for the name and use
vacant@hotmail.com for the email address.

For each board member answer the following two questions:

e ‘Does this board member have a financial interest in the agency’s
activities?’

e ‘Is this board member a family-related to another board member or staff
member performing CACFP duties?’

Board members must remove themselves from voting on decisions related to
their own financial interest and that of family members.

Click ‘Continue’

Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Governing Board Information

An acceptable independent board of directors consists of a majarity of vating members who are not family-related to each other as well as
to staff listed on the Staffing Personnel page of the agency's CACFP contract and whose livelihood is independent from and who hold no
personal financial interest in the agency's achvities, A majority is defined s 50% or greater of the total number of voting board members,
The fallowing criteria must be mek ko maintain an independent gaverning board:

+ The majority of the total number of voting board members do nat have a financial interest in the agency, which includes not being
employed by the agency. Financial interest is defined as receiving anything of monetary value from the agency, including but not limitzd
to: wages, salary, consulting fees, contractor services, hanorariz, equity interests (e.0., stock, stock options, or cther ownership
interests), interest in real or personal property, dividends, royalties, rent, capital gains, and forgiveness of debt.

o The majority of the total number of voting board members are not family-related to each other as well as to staff listed on the Staffing
Personnel page of the agency's CACFP contract, Family-related members are defined as an individual's spouse, domestic partner ar similar
designation, and the individual's or spouse's (or domestic partner's) children, grandchildren, areat grandchildren, siblings (whether by
whole or half-blood), and the spouses/partners of the children, grandchildren, great grandchildren and siblings.

406823 - 4C-For Children,Inc.
President

First Hame Last Name
Date of Birth / / [MM/DD/YYY]

Home Address: Street
City State | Wisconsin Y Zp+d
Email Address

Does this board member have a financial interest in the agency's activities? - Yes ® No

Is this board member family-related to another board member or staff member performing CACFP duties? ' Yes @ No

8 of 35 Pages  NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.


mailto:vacant@hotmail.com

WDPI CACFP Contract Manual, Sponsors of Day Care Homes, Revised August 2016

Additional Governing Board Members

Only list additional board members that have voting rights. Additional board members must adhere to the requirements of an acceptable independent board of

directors listed on the Governing Board Information page.

Agencies that have additional board members listed must make
updates to each person. Click on the first or last name and answer
the required two questions and click ‘Save’

Delete Board Member
Click on the first or last name and select ‘Delete’

Update/Change Board Member
Click on the first or last name and update the information

Adding a New Board Member:

e Click on New Record,

e On next screen:
o Enter first and last name
o Answer the questions
o Click ‘Save’

Once all Additional Governing Board Members have been entered, click
‘Continue’.
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Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Additional Governing Board Members

List the names of any additional members of your board of directors, do not list governing board officials listed on previous page. Only
list additional board members that have voting rights.
616802 - Western Dairyland EOC Inc
[To Add information enter data and click save button]

| First Name

I
| Bart | | Star |

Does this board member have a financial interest in the agency's activities? Yes Mo

Is this board member family-related to another board member or staff member performing CACFP duties? Yes Mo

H SAYE BACK XDELETE

To add an Additional Governing Board Member, click 'New Record' button, To delete or update from the list, select a name and follow the
instructions.
. Financial
First Name Last Name Interest Related H
To add a new
: N NEW
member, click here = CoNTINUE
| First Name I Last Name |
‘Does this board member have a financial interest in the agency's activities? ” ves ) No |
Is this board member family-related to another board member or staff member performing CACFP
: Yes ' No
duties?
H SAYE n BACK

. Click on these to open a specific document, go to a website, or to learn more information.
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Board Information/Meetings

Answer the question ‘Is the Executive Director or the Authorized Representative a member
of the board of directors?’

o If ‘Yes’, answer the second question.

The Executive Director and the Authorized Representative cannot be members of the board
unless the agency’s bylaws, articles of incorporation, or the board’s policies and procedures
include a resolution stating they are not eligible to vote on items relating to board decisions
regarding their salary or other human resource issues that affect them, such as hiring and
firing of staff

Schedule of Board Meetings: Enter the anticipated dates (by month, do not specify year) of
all governing board meeting for the upcoming federal fiscal year (October 1 — September

30).

Click “Continue’

WISCOMSIN DEPARTHMENT ©F

. PUBLIC INSTRUCTION

Home- | School Community Summer Special Other
—_—| Day Nutrition Nutrition Food Milk Services Logout ©
Care Programs Program Program Program

Home Renew-Update Contract

Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Board Information

406823 - 4C-For Children,Inc.

Is the Executive Director or the Authorized Representative a member of the board of directors? ' Yes No

If yes, do your bylaws, articles of incorporation or board policies and procedures include a resolution that the Executive Director or
Authorized Representative is not eligible to vote on items related to the board decision regarding their salary or other human resource

issues that affect them, such as hiring and firing? '’ Yes No

The Board of Directors is respansible for setting policy, fiscal guidance, and ongoing governance. It regularly reviews the organization's
policies, programs, budgets and operations, Decisions are documented in the Board minutes which are maintained and available for DFI
review. Board members must remaove themselves from voting on decisions related to their own financial interest and that of family
members.

Schedule of Board Meetings {Report the months for all governing board meetings for the upcoming federal fiscal year) [4000
characters allowed]

!CONTIM.IE
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Internal Controls

Select ‘Yes’ or ‘No’ to the questions for:
e Seriously Deficient

e National Disqualified List

e Disbarment

If ‘Yes’, provide an explanation.

&

Procurement: Provide a detailed narrative response regarding your
agency’s procedures for the purchase food, supplies and services. Refer to

Guidance Memorandum G for the most recent standards that must be implemented
and incorporated into your agency’s procurement policies and procedures during
this fiscal year. Please do one of the following:

11 of 35 Pages

If your agency has not yet revised its policies and procedures, provide a
statement within the text field that certifies your agency’s procurement
policies and procedures will be updated to be in accordance with the 2017
procurement changes detailed in Guidance Memorandum G during this
fiscal year;

If your agency’s procurement policies and procedures have incorporated the
required procurement standards:

o Provide your agency-wide procurement policies and procedures
within the text field below; or

o Provide a statement that you have uploaded your agency-wide
procurement policies and procedures on the Controls-D page within
one of the “Other” files, and then upload them as a pdf document
accordingly.

Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Internal Controls

406823 - 4C-For Children,Inc,

Seriously Deficient: Has your sponsoring arganization or any person warking for your sponsoring organization, including board
members and principal officers, ever been determined seriously deficient or currently declared seriously deficient in this state or any
state for its operation of any USDA Child Nutrition program, including the Child and Adult Care Food Program? (If "Yes', submit a
written explanation via email.) ¥

National Disqualified List: Hzs your sponsaring crganization or any persan working for your spansaring organization, including board
members and pricipal officers, ever been termingted for cause and disqualified, in this state or any other state from any USDA Child
Nutrition Program, including the Child and Adult Care Food Program? (If "Yes”, submit a written explanation via email,) ¥

Disbarment; Hzs your sponsaring organization or any person working for your sponsoring organization, including board members and
principal officers, ever been listed on the federal Excludzd Parties List System (EPLS) for the mismanagement of any Federal program? (If
"Yes", submit a written explanation via email.) Y

CACFP requlation require your organization to have a personnel policy on outside employment of CACFP employees restricting other
employment by their employees that interferes with CACFP responsinlities. Please upload palicy on the neit page.

Procurement; Detail below the procedure followed by your agency for procurement of food, supplies and services, These procedures
must conform to the procurement requirsments as detailed in Guidance Memorandum G,

NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.
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Internal Controls (continued)

Federal Awards: If your agency expended more than
$750,000 in federal funding during the prior FFY, select ‘Yes’. Federal Awards: Did Agency expend $750,000 or more in total Federal awards during the prior Federal Fiscal Year? No ¥
If less than $750,000, select ‘No’.
The following are common federal programs:
° Child Nutrition Programs: CACFP, SFSP, NSLP, SMP List &l publicly funded programs (PFP) the institution and/ar its principal(s) have participated in during the past seven years.
° Federal Head Start (HS) o Publicly Funded Program (PFP): Any program funded whole or in part by federal, state o lacal government.
° Weatherization Assistance for Low-Income Persons o Principal: Any individual who holds a CACFP relzted management or supervisory pasition within, or is an officer or, an institution.
N Low Income Energy Assistance Program This includes the executive director and &l members of the institution's governing board of directors or similzr body.
° Emergency Shelter Grants Programs
W-2 and Medicaid are not federal programs.

Publicly Funded Programs and Years of Participation

List all PFP (federal, state or local) the institution and its principals have
participated in the past 7 years.
o Examples: CACFP, Head Start, W-2

To help collect this information from all principals you may use the Publicly
Funded Programs form.

o Has the institution or any of its principals ever been disqualified from Has the institution or any of its principal(s) ever been disqualified from participztion in any PFP for violzting that program's requirements?

participation in any PFP? Select ‘Yes’ or ‘No’. !
o If ‘Yes’ answer the next question.

@ Publicly Funded Programs (PFP) and Years of Participation:

If ves, were the violation(s) corrected and eligiblity restored to pariticipate in the proarams(s)? (If "No", submit a written
. . L explanation via email to your assigned consultant.)| ¥
Effective Date of Household Size-Income Statement Determinations

Select one of two methods for the effective date of the approved Household Effective Date of HouseHold Size-Income Statement Determinations

Size-Income Statements. The effective date selection only applies to complete An agency now has the flewbility to establish the effective date of the household Size-Income Statements, (This flexibility only applies to
Household Size-Income Statements containing all the required information at the complete Household Size-Income Statements containing &l the required information & the time of submission.)

time of submission. From the chaices below select the method to be used by your agency when determining the Household Size-Income Statements, The

The method chosen must be maintained for an entire federal fiscal year (October selection your agency makes must be uniformly applied to all Househald Size-Income Statements and must be maintainzd for an entire
Federal Fiscal Year (October 1-September 30). Regardless of the chaice selacted, the Household Size-Income Statements expire within
1-September 30).

0N year,
¥ Date the determining Official signs and dates the household Size-income Statement certifying the eligibility determination
H { H ’
Click ‘Continue Date the Household Size-Income Statement was signed and dated by the househald

Hconnmr
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Organizational Capabilit

y

The four items listed below must be uploaded as part of the contract. Upload pdf versions of all documents.

Organizational Mission Statement
Organizational By-Laws
Organizational Chart

Outside Employment Policy

Follow upload procedures as listed on Upload
Instructions page.

Once each document has been uploaded the screen will
appear with a file symbol for each item as well as the
date the file was uploaded

To replace a document, click on ‘Update’, a new screen

will open. Click on ‘Choose File’ to locate the document

saved on your computer; then click ‘Upload’.

Click ‘Continue’
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Upload the following agency-specific documents as part of your CCIH online application

Document
Organization Mission Statement
Organization BylLaws

Organization Chart

Outside Employment Policy

File Last updated

File

Upload / Update
Upload
Upload
Upload
Upload

Upload the following agency-specific documents as part of your CCIH online application

Document

COrganization Mission Statemen
COrganization BylLaws
COrganization Chart

Cutside Employment Policy

File Last updated

t 05/22/2014
05/22/2014
05,/22/2014

05,/22/2014

File

¢

Upload f Update

Update
Update

Update

Update

| =CONTIMJE |

[Organizational Capability]
716803 - Child Care Centers of Marshfield Inc

Sponsoring Organizations of Family Day Care Homes (FFY 2017)

[Upload the attachment for Organization Mission Statement]

Click Browse button to select a PDF File to upload

Selected File :} Choose File Mo file chosen

Mote :

Upload of the attachment will replace the existing Document.

“YupLoaD

[Organizational Capability]

NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.
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Detail all staff personnel performing monitoring duties. Do not list
staff personnel not performing any monitoring duties.

The percentage of time devoted to each job activity/task detailed
within the uploaded job descriptions as well as the job
responsibilities listed for each staff person on the Staffing Personnel
page must be in-line with the total non-monitoring and monitoring
hours reported for each staff person listed on this page.

To add data click on the ‘New Record’ button. Enter all requested
data. Fields for hours will accept tenths of hours (e.g. 79.1 hour)
once all the data for a staff person has been entered click on ‘Save’.

Upload detailed job descriptions for each listed staff person.
Upload pdf versions of all documents.

Monitoring Ratios

enrcllment forms.

All job descriptions must include a detailed listing of the

percentage of time devoted to each listed job activity/task, with

Enrollment forms-annual enrollment activities,

Monitoring Ratios

Sponsoting Organizations of Family Day Care Homes (FFY 2017)

716803 - Child Care Centers of Marshfield Inc

Monitoring Ratios: Detail below all staff persons performing monitoring duties. Current detailed employee job descriptions for all

listed staff must be uploaded within the contract. Upload the job description for each staff responsible for monitoring
duties listed on this page. The employee job descriptions must include the percentage of time devoted to each listed job activity/duty,
including monitoring functions. (Submit revised and/ar new job descriptions via mail/facsimile/email)

Non-Monitoring-Related Activities: The following supervisory or non-supervisory employee activities can not be counted as
monitoring duties: (1) Facility eligibility-day care home tiering determinations, facilitylicensing status, pre-approval visits, facility
applications and agresments, tier determinations for individual children; (2) Program outreach-recruitment activities designed to bring
nonparticipating facilities or participants into the CACFP, and retention activities; (3) Initial and annual training-general training of
facilities and sponsar staff on Program requirements; (4) Technical assistance-if provided other than in the home; (5) Claims
processing-aagregation of facility meal counts for claims submission and edit checks; and (6) Enrollment paperwork-handling facilities'

Monitoring-Related Activities: Employee activities (supervisory and non-supervisory) that may be counted as monitoring duties
include: (1) Monitoring-all activities related to conducting onsite reviews, including planning and scheduling; pre-review preparation;
travel; supervisory oversight of monitors and the monitoring functions; time spent in the facility during the review; writing review
reports; conducting follow-up reviews and activities relating to the serious deficiency process (issuance of notice, evaluation of
corrective actions, appeal activities and terminations); (2) Househaold contacts-conducting household contracts to help determine the
validity of a provider's claim; (3) Onsite/Other training-all onsite training that occurs during a facility review, initial or subsequent
training of sponsaor staff that relates to the monitoring function; (4) Technical assistance-if provided during a review; (5) Claims
processing-menu reviews to determing claim accuracy and meal eligibility including the monitoring of online claiming; and (&)

monitoring tasks clearly identified.

NOTE:

To add a Employee activities click 'New Record' button. To delete or update from the list select the employee and follow the instruction.

Total Minus Non -
_ Minus CACFP Met Yearly Hours upload _
First Last Ho CACFP o " File Last
TS lname || Name || Per || mowrsper | REDLURUSTENT | PRULONSACTT vpdate || updated
. . Administrator || Susan F Babcock 2080.0 133Z2.0 515.0 233.0 Update 09/03/2015

e Follow upload procedures as listed on Upload Instructions

page- Coordinator H Ayme Boushack 2080.0 0.0 H 712.0 H 1368.0 Update 09/03/2015
’

e Each listed staff person must have a job description hecana H vieki ‘ Merkel || 1820.0 0.0 H 2120 H 1608.0 Update ||ns/03/2015
uploaded, even if it is the same as another uploaded job tome || vacant |[ vacant || ses.0 ‘ 0.0 H 0.0 H 5430 Update |[03/0972015
descrlptlon' Eg'l';‘fultant( MaiChao Lor ‘ 198.0 ‘ 0.0 H 36.0 H 162.0 update ||09/03/2015

Egll;‘leultantf H Patty Lustig ‘ 6.0 H 0.0 H 0.0 H 5.0 Update ||09/03/2015
Payroll ‘ Sarah Franklin 24.0 H o.o H 24.0 H o.o Update o09/03/2015

Click ‘Continue’
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Monitoring Ratios (continued)

Validation Error
If the Net Yearly Hours spent on CACFP Monitoring do not
calculate properly, you will receive this validation error message:
‘Net Yearly Hours Spent on CACFP Monitoring should always be
equal to "Total Hours Per Year Minus Non CACFP Hours Per
Year Minus CACFP Non Monitoring Hours Per Year’'. Please
verify the hours you entered.”

Walidation Error:- You must correct the following error(s) before procesding:

o Mgt Yearly Hours Spent on CACFP Monitoring should always be equal to "Total Hours Per Year Minus Non CACFP Hours Per Year
Minus CACFP Non Monitoring Hours Per Year", Please verify the hours you entered.

Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Add Monitoring Ratios

Monitoring Ratios: Detail below all staff persons performing monitoring duties. Current detailed employee job descriptions for all
listed staff must be uploaded within the contract, Upload the job description for each staff responsible for monitoring
duties listed on this page. The employes job descriptions must include the percentage of time devoted to each listed job activity/duty,
including monitoring functions. (Submit revised and/or new job descriptions via mail/facsimile/email]

136812 - Community Coord Child Care Dane
[To Add information enter data and click save button]

Total || Minus Non ||Minus CACFP Non|| Net Yearly Hours
Title First Name Last Name Hours ||CACFP Hours|| Monitoring Hours|| spent on CACFP
Per Year|| Per Year Per Year Monitoring
Honitor eorge [[washington ~~[|2080 |l | 2010

Hgmg HBMZK

*CFDA means the assigned federal number found in the Catalog of Federal Domestic dssistance Numbers
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Staffing Personnel

Enter the name(s), title(s) and date(s) of birth of staff completing the required CACFP responsibilities. There must be at least one staff person entered for each of
the eleven (11) responsibilities.

Adding a New Record

e Click on ‘New Record’

e Select a Program Responsibility from drop down box.

e Entertitle, first name, last name and date of birth of the person
performing each responsibility.

e Click ‘Save’

. I Sponsoring Organizations of Family Day Care Homes (FFY 2017)

e Two or more staff may perform a given responsibility, enter each Modify, Delete Selected Staffing Personnel Information

separately.

| First Name|[Last Name Title |[Date of Birth][ Program Responsibilities i

Click Here
—

136812 - Community Coord Child Care Dane

Staffing Personnel

Repeat thiS proceSS until a" required reSpOnsibiIities are Iisted Provide the names, titles and dates of birth of the staffing personnel. To Modify information change data and click save button. To delete

the record click delete button.

;reos%roal:;ibi\ities Prepares CACFP Financial report A
Title
First Mame
Last Mame
Date of Birth i i [MM/DDYYYY]
H BACK H SAYE
Existing Entries Sponsoring Organizations of Family Day Care Homes (FFY 2017)

Modify, Delete Selected Staffing Personnel Information

Update by selecting the first or last name on the Staffing Personnel page and
update the required fields.

616802 - Western Dairyland EOC Inc

Staffing Personnel
Provide the names, titles and dates of birth of the staffing personnel. To Modify information change data and click save button. To delete
the record click delete button.

Deleting a Record

Program

. . . Responsibilities Approves,/maintains household size-income statements v
To delete a record click on the first or last name, then click on ‘Delete’ e i e
button. First Name John
Last Name Kennedy
Date of Birth 01 [or V1950 | [MM/DD/YYYY]

HBﬂCK [ save XDELETE

[General Info] [CFDA Audit Info] [Governing Board] [Additional Governing Board Memb] [Board Information] [Internal Controls]
[Organizational Capability]
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Staffing Personnel (continued)

Program Responsibilities : WISCOMNSIN DEPARTMENT ©F
The Program responsibilities are PUBL[C INS] RUCTION

1. Approves/maintains home application form, PI-1472

Approves/maintains household size-income statements = | Nutrtion Food ik [ other | ou
. . . Cal Programs Program Program Program ==
Conducts home reviews/visits
Conducts pre-approval visits/orientation
. . . . Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Keeps program fiscal ledgers, receipts, invoices, etc. Staffing Personnel
Maintains license/certificate documentation
Makes Tier determinations _
A i L. Staffing Personnel
P|anS, COhdUCtS, evaluates and/or mOhItOFS annual prOVIder traln'ng List the n|.<arn|_es|:,< title's1 anddddatis of birth Ddfdthe pﬁrsons |'espoTsib|e for the following Program tasks. If more than one person performs a
. given task click on the "Add" button to add ancther personnel.
. Prepares monthly claim form
10. Reviews and a roves monthl meal count fOFmS To add a program click 'Mew Record' button. To delete or update from the list select First or Las
pp Y

Home Renew-Update Contract

136812 - Community Coord Child Care Dane

©ONOU A WN

11. Prepares CACFP Financial report —
. . . . Program Responsibilities Title
12 Other Program TaSks (please SpeCva Wlthln the tltle) Approves/maintains home application form, PI-1472 CACFP Manager
Approves/maintains home application form, PI-1472 g:;l:saieminstrative
Approves/maintains household size-income statements g:;l:saieminstrative
ATH ‘ . . ’ Approves/maintains household size-income statements CACFP Manager Brianne Heidke 07/23/1979
FFY 2017 PrOgram ReSponSIblllty PrePareS CACFP FlnanCIaI RePort has Conducts home reviews/visit CACFP Manager Brianne Heidke 07/23/1979
been added. Create a new record to add the name, title, and date of birth of the Conducts home reviews/visi: Nutrition Specialist Wanda__||Redriguez ]| 05/31/1358
|

staff member who completes the quarterly CACFP Financial report, then click the
‘Save’ button.

When you have completed listing at least one staff person for the eleven Program responsibilities (all except Other Program Tasks) click ‘Continue’ button.
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Program Records
Provide a ‘Yes’ or ‘No’ answer regarding whether the providers
have copies of the 12 listed Program records.

Program Service Area
Select each County to which your agency will provide Program
service for the upcoming federal fiscal year.

Program Outreach
Report how many new providers your agency anticipates enrolling

during the upcoming federal fiscal year

Click ‘Continue’

Program Information

WIS COMSI N DEPARTMEMT OF

PUBLIC INSTRUCTION

Home-Day School Nutrition Community Nutrition Summer Food
Logout
Care Program Program Program

Home Renew Contract

Sponsoring Organizations of Family Day Care Homes {PI-1459)
Program Information

716803 - child Care Centers of Marshfield Inc

Program Records
Indicate if the providers have copies of the following documents:

=

. Orientation/pre-approval visit form T yves F Mo

2. Home visit/review form completed onsite by agency monitors| & yes & g

3. Home Lpplication, FI-1472 @ vez & No

4. Permanent Sponsor-provider agreement, FI-1425 i ves O No
e —————————————————————————
e ——

Program Service Area

Select each County to which your agency will provide Program service for the upcoming federal fiscal year.

Adams Florence Marathon™ Rusk
Ashland Fond du Lac Marinette St Croix*
Barron Forest Marquette Sauk
Bayfield Grant Menominees Sawyer
Brown™® Green Milwaukee™ Shawano
Buffalo Green Lake Monroe Sheboygan™
Burnett Iowa Dconto Taylor
Calmet* Iron Oneida Trempealeau
Chippewa* Jackson Outagamie® “ernon

Program Outreach
How many new providers does your agency anticipate enralling during the upcoming federal fiscal year?

0
Hconmm
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Management Plan/Practices (Part - A)

Provide in full detail your agency’s plan/practices and timeframes for the following Program procedures. Ensure that all topics listed under each Program practice
is addressed in your narrative response.

Note: Each of these twelve text fields will accept a maximum of 4000 characters, including punctuation marks and spaces.

1. Recruitment

A. Recruitment Methods-detail the methods used by
your agency to recruit new providers; ’ WISCONSIN DEPARTHMENT OF

B. Detail any incentive plan, specifying the type of PUBL[C INSTRUCTION
compensation, given to currently enrolled providers .
for recruitment activities. Please note, any item(s) - -

. . . A Home- School Community Summer Spedal Other
used specifically as a compensation incentive for the — | Day Nutrition Nutrition Food Semvices | Losout o
purpose of recruitment of new providers must be =
clearly identified as such and specified in detail in the
agency's budget (Attachment E). Sponsoring Organizations of Family Day Care Homes (FFY 2017)
. . Management Plan/Practices (Part - A)

C. Describe your procedure that will ensure the 136812 - Community Coord Child Care Dane
recruitment practices (noted above) will not be
used to recruit providers who currently participate in 1. Recruitment:

the CACFP with another Sponsoring Organization' (A) Describe the methods to be used for recruitment of new providers, including the identification of any specific geographic areas that
may be targeted.

Programs Program Program

Home Renew-Update Contract

(B) Detail any incentive plan, specifying the type of compensation, given to currently enrolled providers for recruitment activities. Please
note, any item(s) used specifically as a compensation incentive for the purpose of recruitment of new providers must be clearly identified
as such and specified in detail in the agency's budget (Attachment E).

(C) Describe your procedure that will ensure the recruitment practices, noted above, will not be used to recruit providers who currently
participate in the CACFP with another Sponsoring Organization.

19 of 35 Pages NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.



WDPI CACFP Contract Manual, Sponsors of Day Care Homes, Revised August 2016

Management Plan/Practices (Part - A) (continued)

Provide in full detail your agency’s plan/practices and timeframes for the following
Program procedures. Ensure that all topics listed under each Program practice is
addressed in your narrative response.

Note: Each of these twelve text fields will accept a maximum of 4000 characters,
including punctuation marks and spaces.

2. Child Care Regulation
A. Monitoring and making deductions on provider claims for meals served in
excess of authorized capacity. (If the agency permits providers to claim
reimbursement for shift meals, detail the policies used to monitor compliance
with authorized capacity.
B. Ensuring that current licenses or certificates of registration are on file at all
times for each day care home.

3. CACFP Enrollment
A. Collecting enrollment data (i.e. normal day/hrs./meals and annual updates) for
all enrolled children. Include information on how your agency handles the online
enrollment of children in care.
B. Detail agency procedures to ensure annual updates to the CACFP enrollment
forms.
C. Detail agency procedures for ensuring that current CACFP enrollment data (i.e.
normal days/hrs./meals and annual updates) for every child is always available
onsite in each home.

4. Tiering
A. Determining and verifying the status of day care homes determined as Tier-1
eligible, including the steps to be taken in reviewing both school and census
data, and verification of providers determined as Tier 1 based on income.
B. The actions to be taken if a provider is determined to be not Tier-1 eligible,
including the options given to these providers.
C. Notifying providers of their tier status and reimbursement options.

Describe in detall your management plan/practices and timeframes for the following procedures for:
2. Child Care Regulation:

(&) Monitaring and making deductions on provider claims for meals served in excess of authorized capacity. (If the agency permits
providers to claim reimbursement for shift meals, detail the palicies used to manitor compliance with authorized capacity.)

(B) Ensuring that current licenses or certificates of registration are on file at all times for each day care home.

3. CACFP Enrollment

(&) Collecting enrollment forms and dat (i.e. normal day/hrs/meals and annual updates) for all enrolled children, including online
enrollment of children in care.

(8) Ensuring that all CACFP enrallment forms are annually updated (No more than 12 months can elapse betwesn updates.)

(C) Ensuring that current CACFP enrollment dat (i.e. normal days/hrs/meals and annual updates) for every child is always availzble
onsite in each home.

4, Tiering

(&) Determining and verifying the status of day care homes determined as Tier-1 eligible, including the steps to be taken in reviewing
both school and census dats, and verification of providers determined & Tier 1 based on income.

(B) The actions to be taken if & provider is determined to be not Tier-1 eligible, including the options given to these providers.

(C) Netifying providers of their tier status and reimbursement options.
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Management Plan/Practices (Part - B)

Provide in full detail your agency’s plan/practices and timeframes for the following Program procedures. Ensure that all topics listed under each Program practice

is addressed in your narrative response.

Note: Each of these twelve text fields will accept a maximum of 4000 characters, including punctuation marks and spaces.

5. Edit Checks
A. Editing of provider claims for approved meal types and the maximum total number
of meals claimed. (The edit check for maximum number of meals claimed must
include, at a minimum, enroliment.)
B. Ensuring that the above two edit check requirements are properly documented.
(The method of documentation must clearly and consistently indicate that both
required edit checks have been conducted for each home claim for each month)

6. Meal Pattern Compliance
A. Ongoing training to ensure that all providers consistently meet meal pattern and
guantity requirements.
B. Methods used to identify and follow up on noncompliance of meal requirements
by providers.
C. Monitoring and making deductions on provider claims for meals not meeting
component requirements.

7. Meal Service Compliance

A. Monitoring and making deductions on provider claims for meals served to children
whose ages exceed CACFP limitations.

B. Monitoring and making deductions for meal services which exceed two meals and
one snack or one meal and two snacks per child per day.

C. Monitoring and making deductions on provider claims for meals served to
providers own children when the provider is not income eligible and/or when
another nonresidential child is not present and participating in the meal service
being claimed for the provider’s own children.

Click ‘Continue’
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Describe in detail your management plan/practices and timeframes for the following procedures for:
5. Edit Checks

(A) Editing of provider claims for approved meal types and the maximum total number of meals claimed. (The edit check for maximum
number of meals claimed must include, at a minimum, enrollment.)

(B) Ensuring that the above two edit check requirements are properly documented. (The method of documentation must clearly and
consistently indicate that both required edit checks have been conducted for each home claim for each month).

6. Meal Pattern Compliance
(A) Ongoing training to ensure that all providers consistently meet meal pattern and gquantity reguirements.
(B) Methods used to identify and follow up on noncompliance of meal requirements by providers.

() Monitoring and making deductions on provider claims for meals not meeting component requirements.

7. Meal Service Compliance
(A) Monitoring and making deductions on provider claims for meals served to children whose ages exceed CACFP limitations.

(B) Monitoring and making deductions for meal services which exceed two mezls and one snack or one meal and two snacks per child per
day.

() Monitoring and making deductions on provider claims for meals served to providers own children when not income eligible and/or
when ancther nonresidential child is not present and participating in the meal service being claimed for the provider's own children.

NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.
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Management Plan/Practices (Part - C)

Provide in full detail your agency’s plan/practices and timeframes for the following Program procedures. Ensure that all topics listed under each Program practice
is addressed in your narrative response.

Note: Each of these twelve text fields will accept a maximum of 4000 characters, including punctuation marks and spaces.

8. Training of Providers

A.

B.

Training provided to newly enrolled providers prior to their
participation in the CACFP.

Training to be provided for all providers during the upcoming federal
fiscal year. Give timetables and locations for this training, topics to be
covered, methods used and the length of the training. If making use of
an in-home study packet describe the method(s) by which the
completed studies will be evaluated and the manner in which
technical assistance will be given to providers not properly completing
the in home study packet.

9. Training and monitoring of agency staff

A.

B.

Training of administrative personnel concerning their duties and
responsibilities for the CACFP, including a schedule of this training for
the upcoming federal fiscal year.

Monitoring and evaluation of the day care home monitors, including a
schedule of meetings and

training scheduled for the upcoming federal fiscal year.

10.Pre-approval visits and reviews of day care homes

A.
B.

Pre-approval visits to newly enrolling day care homes.

Reviews and monitoring of all day care homes, to meet the Program
requirements as detailed in Guidance Memorandum D. (If using review
averaging detail the procedures to be used to ensure that the
minimum number of reviews will be completed.)

Click ‘Continue’
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NOTE: Throughout this manual there will be words that are blue & underlined.

Describe in detail your management plan/practices and timeframes for the following procedures for:

8. Training of Providers

(A) Training provided to newly enrolled providers prior to their participation in the CACFP.

(B) Training to be provided for all providers during the upcoming federal fiscal year. Give timetables and locations for this training, topics
to be covered, methods used and the length of the training. If making use of an in-home study packet describe the method(s) by which

the completed studies will be evaluated and the manner in which technical assistance will be given to providers not properly completing
the in home study packet.

9. Training and monitoring of agency staff

(A) Training of administrative personnel concerning their duties and responsibilities for the CACFP, including a schedule of this training
for the upcoming federal fiscal vear.

(B) Monitoring and evaluation of the day care home monitars, including a schedule of meetings and training scheduled for the upcoming
federal fiscal year.

10. Pre-approval visits and reviews of day care homes
(A) Pre-approval visits to newly enrolling day care homes.

(B) Reviews and monitoring of all day care homes, to meet the Program requirements as detailed in Guidance Memorandum D. (If using
review averaging detail the procedures to be used to ensure that the minimum number of reviews will be completed.)

. Click on these to open a specific document, go to a website, or to learn more information.
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Management Plan/Practices (Part - D)

Provide in full detail your agency’s plan/practices and timeframes for the following Program
procedures. Ensure that all topics listed under each Program practice is addressed in your
narrative response.

Note: Each of these twelve text fields will accept a maximum of 4000 characters, including
punctuation marks and spaces.

11. Serious Deficiency/Termination

A. Handling provider performance issues that require corrective action but fall short of the
need for a declaration of serious deficiency.

B. Distributing guidance to providers regarding the basis for declaring a provider seriously
deficient, including the annual distribution of the CACFP Hearing Procedures for day care
homes.

C. Declaring a provider to be seriously deficient.

D. Terminating a provider for convenience, including a description of the manner and
timeframe used for removing providers from Schedule A.

12. Civil Rights

A. Distribution of the Building for the Future flier to providers, and monitoring to ensure that
these fliers are either posted in a conspicuous location in the home or copies are given out
to all newly enrolled families.

B. Ensuring that the Civil Rights of all enrolled participants are met regardless of race, color,
national origin, age, sex or disability, including provision of Program information in
appropriate translation(s).

C. Ensuring that the current WIC information is annually distributed to all providers and that
providers are monitored to confirm that current WIC information is always being made
available to parents of children enrolled in the day care home.

D. Procedures for training staff and providers on the civil rights requirements of the CACFP.

13. Retention of all Program Records

Describe in detail your management plan/practices and timeframes for the following procedures for:
i1. Serious Deficiency/Termination
(A) Handling provider performance issues that require corrective action but fall short of the need for a declaration of serious deficiency.

(B) Distributing guidance to providers regarding the basis for declaring a provider seriously deficient, including the annual distribution of
the CACFP Hearing Procedures for day care homes.

(C) Declaring a provider to be seriously deficient.

(D) Terminating a provider for convenience, including a description of the manner and timeframe used for removing providers from
Schedule A,

12. Civil Rights

(&) Distribution of the Building for the Future Flier to providers, and monitoring that these fliers are either posted in conspicucus location
in a home or copies are given to all newly enralled families.

(B) Ensuring that the Civil Rights of all enrolled participants are met regardless of race, color, national origin, age, sex or disability,
including provision of Program infarmation in appropriate translation(s).

(C) Ensuring that the current WIC information is annually distributed to all providers, and that providers are monitored to confirm that
current WIC information is always being made available to parents of children enrlled in the day care home.

(D) Training of agency staff and providers on the civil rights requirements of the CACFP.

13. Maintenance of Program Records
(A) Retention of CACFP records by the sponsoring organization.

(B) Record maintenance by day care home providers.

A. Specify record retention policy by the agency AND by the providers, including how the sponsor monitors retention of all Program documentation by the

providers.
Click ‘Continue’

23 of 35 Pages NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.




WDPI CACFP Contract Manual, Sponsors of Day Care Homes, Revised August 2016

Budget Summary

Enter the projected annual income and expenses to administer the CACFP at
your agency for the entire upcoming federal fiscal year (October 1 -
September 30). The data on this page must match the Budget Summary page
of your completed and uploaded Attachment E for the upcoming federal fiscal
year. This section of the application will also be used when submitting any
budget amendments throughout the course of the federal fiscal year (FFY). All
budget approvals, including line items that require prior and specific prior
written approval, will be handled through the contract approval process. The
effective date of the budget approval can be viewed after you receive
notification that the contract has been approved.

Before entering any information on this page you must first upload the
completed Attachment E. Follow the upload procedures as listed on Upload
Instructions page.

Only excel files (xls or xIsx) can be uploaded. The DPI Attachment E format
should be used. When saving a document be sure you use the name
format of:(Agency code #) FFY(year) CACFP budget (Original, Rev. 1,
Rev.2).xIsx. For example: 13-6824 FFY2017 CACFP Budget_Original.xlsx.

Enter the projected amount of administrative reimbursement you think your
agency will earn in the upcoming Federal Fiscal Year (FFY).

In addition, enter the projected amount of CACFP administrative funds

from the current federal fiscal year that you think will be carried over into the
next FFY. Expenditures that were paid with these carryover funds must also
be included into the Attachment E budget.
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Sponsoring Organizations of Family Day Care Homes (FFY 2016)
Budget Summary Information

136824 - Wisconsin Early Childhood Association

Projected Annual Administrative Budget
All budget information for the current fiscal year will be found in this section of the application. The Attachment E form must be used for
all budget submissions (original and revisions). Use the Attachment E budget form for the respective contract year for all budget
submissions. The format for the file name should be: (Agency Code with dash)_FFY_CACFP Budget_(Criginal, Rev 1, Rev 2, etc.).xlsx{or
xls). Use the Budget Summary page on the uploaded Attachment E to complete the Budget Summary information below. The budget will
not allow for more than 10% of the projected administrative reimbursement to be carried over into the next Federal Fiscal Year. Budget
approval will be through the approval of this section of the application.

*Note: All sponsoring organizations must complete the Attachment E along with the budget v. Click upload below to
upload new file or replace/update previously uploaded file.

- Date File - Upload/Update
‘ File Name ‘ Last Uploaded H File Last Uploaded H Attachment E
‘FFYZD].G_Att E_ CACFP Budget_FINAL.xlsx H 06/15/2015 H = H upload ‘

Sponsoring Organizations of Family Day Care Homes (PI-1459)
[upload Attachment E File]

136612 - Community Coord Child Care Dane

[Upload Attachment E]

Click Browse button to select a Excel (XLS/XL5X) File to upload

Selected File : Choose File | No file chosen

_ﬁupwnn

Enter § Amount with NO commas, Only

Projected Sources of Income Projected Annual
Income (§)
CACFP Administrative Reimbursement (Include advance) 0.0
CACFP Administrative Carryover Funds from prior FFY 0.0

Total Amount 0.0

NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.
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Budget Summary (continued)

Enter in the projected CACFP expenditures as they appear on the Budget Summary in the completed (and uploaded) Attachment E. Please be sure you are

including the expenditures that are paid with the carryover funds. The totals of each category will
automatically be calculated for you.

For any dollar amount projected as an “Other” expense (including Indirect Costs) please be sure
to specify what items are included in this line item.

The Grand Total line will be automatically calculated. This amount does not have to equal the
total amount of projected revenue, however, it cannot be less than 10% of the projected CACFP
Admin. (less last year’s carryover funds).

Report the number of projected claiming homes that were used to project the amount of CACFP
Admin. reimbursement in the upcoming FFY. In addition, report the amount of projected meal
reimbursement for the upcoming FFY.

Once you press the Continue button, a Pop-Up box will remind you to update the Budget Summary figures to
match the uploaded Attachment E. If you forgot to update the Budget Summary figures to match the

Attachment E press ‘Cancel’ button and update those figures now.

If everything is correct click on ‘OK’ and the Budget Summary page will be saved and will advance you to the

next section of the contract.

25 of 35 Pages

Budget tem Sponsor Requested
(%)

A. Administrative Labor

1. Salaries + Required Employer Taxes 100.0

2. Benefits

20.0

A. Total 5um of Lines A1 plus A2|||120.0

B. Other Administrative Supplies

1. Equipment Purchased $5,000 and Over oo
2. Equipment Purchased Under $5,000 o
3. Office Supply Expense oo
4. Educational Supply Expense o
5. Printing Expense oo
6. Postage Expense

B. Total Sum of Lines B1 to 56| [0.0

C. Administrative Servic

es

1. Office Rent/Building Costs o |
2. Utility Expense oo |
3. Insurance Expense o |
4. Contracted Services oo |
5. Equipment Rental/Lease Expense o |
5. Telephene Expense o |
7 Advertising o |
& Dues, Subscription or Membership oo |
9. Other (specify below)

i o]

C. Total Sum of Lines C1 to C9|[|0.0

D. Program Travel

1. Program Operations Travel Expense 0.0
2. In State Travel Expense 0.0
3. Out of State Travel Expense 0.0

D. Total Sum of Lines D1 to D3| 0.0

e |m

Grand Total (Lines A+B+C+D+E)ff 0.0
Projected Number of Claiming Homes: || o
Total Projected Meal Reimbursement Earned: ([0
BBl conrinue

The page at https://uaapps.dpi.wi.gov says:

Feview all expenditure amounts listed on this page to ensure
they match the totals listed on the budget Summary Page of
the uploaded copy of Attachment E.

Please click button OK to submit the budget Surmmary Page
or click CAMCEL to review the budget Summary Page

OK Cancel

NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.
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Financial Management Plan/Practices

1. Cost Allocation Plan
Answer the four questions regarding cost allocation plans.

1. Cost Allocation Plan: Answer the following four questions regarding cost Allocation plans used for preparing Attachment E.

[pid your agency use a cost allocaion plan for CACFP-funded persannel (administrative and/or aperational)? || @ ves o |
1 a. If answering ‘Yes’ to any of the four questions, provide a detailed [oid your agency use  cost alloction plen for GACFP-funded ofice and/or operationa space? [Oves @m0 ]
explanation of the costs allocation plan to be used [pid your agency use a cost allcaton plan for CACFP-funded supplies? [®ves On |
by your agency for the upcoming federal fiscal year. [pid your agency use a cost allcaton plan for CACFP-funded equipment? [Oves @m0 ]

ia. If your agency answered "Yes" to any of the four questions above in 21, provide a detailed explanation below as to the cost allocation

2. Disbursal Of Program Reimbursement plan(s) to be used for the upcoming federal fiscal year.
Describe your methods, including time lines, for disbursing the full amount of
Program reimbursements to providers within five working days of receipt from
the WDPI.

2. Describe your methods, including time lines, for disbursing the full amount of Program reimbursements to providers within five
working days of receipt for the WDPL
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Financial Management Plan/Practices (continued)

3. Provider Overpayment
In the event of a provider overpayment, describe
your agency’s plan for repayments. This includes active
and terminated providers who have left the Program
owing a debt.

4. Financial Management System

a. Describe your agency’s accounting system (i.e., cash, accrual or a modified
accrual system)

b. Describe your agency’s plans for a backup system if your accounting
system is inoperable.

c. Describe the procedures used for tracking and reporting administrative
costs/reimbursement and tracking expenses to specific cost line items
and/or programs, including comparing CACFP expenses to the approved
budget

d. Describe your agency’s procedures to track CACFP funds separately from
other organizational funds

3. In the event of & provider overpayment, describe your agency's plan for repayments, including the recovery of overpayments to
providzrs who have been disqualified for cause.

4, Financial Management System
(&) Describe your agency's accounting system (i.e,, cash, accrual or @ modified accrual system).
(B) Describe your agency's plans for 2 backup system if your accounting system is inaperable,

(C) Destribe the procedures used for tracking and reporting administrative costs/reimbursement and tracking xpenses to specific cost
ling items and/or programs, including comparing CACFP expenses to the approved budget,

D) Describe your agency's procedures to track CACFP funds separately from other organizational funds
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Financial Management Plan/Practices (continued)

5. Procedures for delay or interruption of Administrative Program Funds.
Note: this question is specific to administrative reimbursements only.

6. Procedures for repayment of fiscal claims, including the source and amount of
funding that would be available.

7. Agency safeguards and controls to prevent and detect improper financial
activities

8. Answer the question: Does your agency have an internal policy for collecting
overclaims from providers?

Click ‘Continue’

5. If the sponsoring organization should experience a temporary interruption or delay in receipt of CACFP Administrative Funds, how
would it continue to operate the CACFP on a daily basis? Please include the source and estimated amount of funds that would be available.

6. How would the Sponsoring Organization repay the State Agency for any fiscal claims that are assessed against the organization,
including repayment of fiscal claims against providers? Please include the source and amount of funding that would be available.

A

7. Please explain your agency's safeguard and controls that are in place to prevent and detect improper financial activities by employees
and/or Board Members?

8. Did your agency have an internal policy for collecting overclaims from providers? ® ves No

HCONTINJE
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Financial Management Plan Documents

Upload all budget support documentation. If more than one document is
associated with a given item scan all documents together so that it can be
uploaded as a single file. The ‘Delete’ function allows the agency to remove a
file uploaded in error. Not all documents may be required for all agencies.
Once each document has been uploaded the screen will appear with the
upload date and a file symbol.

Item/Document Explanations:

¢ Job Descriptions - Upload a copy of any additional job description(s) not
already uploaded as part of Monitoring Ratio page, for any position listed in
the CACFP budget as being funded directly or indirect with CACFP funds.

¢ Benefits - Upload a copy of the Employee Handbook if it includes a brief
description of the insurance and benefits plans offered by the organization.
In addition, upload a copy of the retirement plan offered by the
organization and a copy of the verification of payment for any employer
paid insurance and/or retirement plan (a copy of a monthly general ledger
entry is acceptable).

¢ Equipment Purchased - Upload a copy of the current depreciation schedule
for any depreciated equipment. Upload the most current equipment
inventory list for all items that were paid directly or indirectly with CACFP
funds and are still within their useful life or are still used in Program
operations.

o Office Supply List - If your agency used the General Office Supply area of
Attachment E, please upload a description of what items are included in this
area. Keep in mind no Equipment should be listed in this area.

o Office Space —

o Owned Facilities: Upload the Depreciation Schedule, Purchase
Agreement and Mortgage/Finance Agreement

o Rented Facilities: Upload a copy of the rental/lease
agreement.

¢ Insurance Policies — Upload a copy of all current insurance policies funded
directly or indirectly with CACFP funds.
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File Last ’ Upload /
Item(s) Document undated File Undate Delete

Job Description Accounting/Financial Specialist; Py . =5 ||,

Coordinator; Manager; Bookkeeper D8/26/201 =l ||Update Delete

CACFP Administration: Manager,

Administrator, Program Assistant, |

Coordinator, Director, Supervisor Jpload

Receptionist, Secretary

CACFP Specialist: Claims

Coordinator,Enrollment/Tier |

Specialist, Field Representative, Jpload

Mutrition Specialist, Consultant

|Pa';|'u:-|| Coordinator/Specialist || ||J|:-Ioad |

Executive Director 08/26/2014 Pg Update Delete

|1'I'_-“Techno|og',' Specialist || ||J|:-Ioad |

Cther 08/26/2014 Pg Update Delete

Cther 1 08/26/2014 =| ||update Delete

Other 2 08/26/2014 =| ||update Delete
Benefits Employee Handbook 08/26/2014 é Update Delete

Retirement Plan 08/26/2014 =| ||update Delete

Verification of Payment 08/26/2014 Pg Update Delete
Equipment Depreciation Schedule 08/26/2014 =] ||Update Delete
Purchased =

Equipment Inventory 08/26/2014 é Update Delete
Office Supply List | office supply List 08/26/2014 I ||update Delete
Office Space Owned Facilities: Depreciation

schedule; Purchase Agreement; Upload

Mortgage/Finance Agreement

lflent_al Facilities: Rental/Lease 08/26/2014 = Update Delete

Aggreement =
Insurance Policies Insurance Policies 08/26/2014 =| ||update Delete
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Financial Management Plan Documents (continued)

e Contracted Services Agreement(s) — Upload a copy of all agreements for services funded directly or indirectly with CACFP funds. Specifically:

o Accounting/Bookkeeping

Claim System

Provider/Appeals Hearing Official

IT/Website/Social Media

Marketing/Legal/Payroll Services

o Data Storage

e Equipment Lease — Upload a copy of current equipment leases for all
equipment funded directly or indirectly with CACFP funds.

e Advertising - Upload a sample copy of any outreach, job announcement
and/or advertisement that is funded directly or indirectly with CACFP
funds.

Membership Description(s) - Upload a copy of a detailed description of
any membership to a civic or community organization that is funded
directly or indirectly with CACFP funds.

e Travel Policies — Upload a copy of most current travel policies (if not
included in employment policy handbook). If mileage rate is not included
in handbook, upload a copy of the memo informing all employees of
mileage change (if any).

Training Plan/Agenda - Upload a copy of the current staff and provider
training plan/agenda. The training plan/agendas must support the costs
that are going to be funded directly or indirectly with CACFP funds.
Allocation Plan - Upload a detailed description of your agencies allocation
plan for any direct and indirect cost items. Include in the upload a letter
from your federal cognizant agency (federal office from which your agency
receives the most direct federal funding) of the approved indirect cost
rate. If your office does not receive federal direct funding then the
indirect cost rate cannot be approved for more than 10% of total direct
funds, according to 2 CFR 220.

e Accounting: Upload a complete copy of your agency’s accounting
procedures specific to the CACFP.

Click ‘Continue’

o
o
o
o
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t‘IuntractEd SF'-WEES Arcounting/Bookkeeping 08/26/2014 = Update Delete
Agreement(s) =
Claim System Upload
Provider/Appeals Hearing Cfficial Upload
IT/Website/Social Media Upload
Marketing/Legal/Payrall Services Upload
Data Storage Upload
Equipment Lease Equipment Lease 08/26/2014 é Update Delete
Advertising Sample Qutreach, job announcement, 08/10/2014 " |lUndate Nelete
advertisement e = ||
Meml:llers_hip . Membership Description(s) 08/26/2014 = Update Delete
Description(s) ! 12 =
Travel Policies Travel Policies 08/26/2014 =| ||update Delete
T|'a||:||1n|;| Staﬁi ‘and Provider Training 09/10/2014 = || update Delete
Plan/&genda Plan/Agenda =
Allocation - N
o i Description of Allocation Plan and/or , il
Plan/indirect Cost ||, v oot plan 09/22/2014 =| ||Update Delete
Plan
Accounting Accounting Procedure Upload

Hcamrwe
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Attachments

Upload all Program attachments. Submission of the most recent Single
Audit Report is required.

Sp ling Ooreg tions of Family Day Care Homes [FFY 201E)

Attachments

If more than one file is associated with a given document scan all files 136824 - Wisconsin Early Chilkdhood Association

together so that it can be uploaded as a single document/file. The & copy of all single audit reports must be submitted to the Federal Audit Clearinghouse. Both of the
. . files are mandatory.

‘Delete’ function allows the agency to remove a document uploaded in

error. Not all documents may be utilized by all agencies. | Bocument IR =

Once all documents have been uploaded the screen will appear with a | e f Pt e = ”:_3. S ||___.::x__

file symbol for each item as well as the date the file was uploaded. [rresse [paresrasne ||...—::::.-

Click ‘Continue’

wing agency-specifc doouments may be uploaded a5 part of the CACFP application process.

| Document ” :m.;aL::It |E|| "JUD;::'F || Delete
|=".'. der Traning Haterisls ||Z':-! 25672014 ||...‘::.“::.- ”
|Z.:_'.':t:|." Hateriats ||Z':-i 26/2014 ||...'::.'t:.- ||
|:.:'::".:r. an/Previsit Checklist ||I.' 17/2014 ||...-::.'r:.- ||
|:'.'E'—:|'.'E“. £ pansar-Pravider Agresment ||I.' 17/2014 ||...'::.'E:.- ||
I._
|
|
|

Agency-speciic Sponsar-Pravider Agrasment || |I:||"~ ||

CACFP Enrallment Farm ||Z'3 2672014 ||...‘::.‘!:.- ||
Hame Review Farm ||Z':-5 26/2014 ||...'::.'E:.- ||
Ma=nu Farm ||Z':-5 2672014 ||...‘::.‘t:.- ||
Hal Count Farm ||:':-: 26/2014 ||...'::.'r:.- ||
|-'a:.'!'.'.:-.' ches and Procedure specific ta the CADFP ||Z':-5 26,2014 ||...'::.'!:.- ||
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Certification

Read the Certification statement. Alink is provided to a copy of the CACFP wiscomsin neranemane U

Permanent Agreement/Policy Statement (P1-1459-AP) '
http://dpi.wi.gov/sites/default/files/imce/community- ) PUBL[C INSTRUCTION

nutrition/doclpod 1459-aD.dOCX Home- Schoal ‘Community Summer Spedial Other
Day Nutrition Nutrition Food Milk Services Logout =
Care Programs Program Program Program

Click on the box next to ‘By checking this box, | have read and agree to the e

above certification and permanent agreement of the CACFP.’ Sponsoring Organizations of Family Day Care Homes (FFY 2017)
Certification

When you are ready to submit the contract to DPI for approval, click on the 406823 - 4C-For Children,Inc.

‘Submit’ button. CERTIFICATION

I certify that the information within this application is true and correct to the best of my knowledge
and that the sponsoring organization herein is in compliance with the federal audit reguirements
as stated in the Code of Federal Regulations, Title 2, Part 200, SubpartF.

After clicking the submit button, the ‘Contract Successfully Submitted to DPI’
I understand that this information is being given in connection with the receipt of federal funds

screen WI” appear. and that deliberate misrepresentation or withholding of information may subject me to prosecution
under applicable State and Federal criminal statutes.

I agree to abide by the terms and conditions of the Permanent Agreement/Policy Statement, PI-
1459-AP.

To exit the contract and submit the contract to DPI, you must click on the
“Logout” button at the top of the screen.

y checking this box, I have read and agree to the above certification and
'manent agreement of the CACFP.

COeMSIN DEPARTMERNT

PUBLIC INSTRUCTION

ticn w e LOCK] by DPI upen submissi
rILrIv.L—‘I. 0 not submit unless you a

[General Info] [Governing Board] [Additional Governing Board Mem IJ] [Board Information] [Internal Controls] [Organizational Capability]
[Monitoring Rctlo] [Staff] [Pro DUIcH] [Flans-A] [Plans-B] [Plans-C] [ [Plans- -D] [Budget Summary] [Financial Mgmt. Plan] [Financial Mgmt. Flan
Cocument] [Attachments

Heme Renew Contract

Sponsoring Organizations of Family Day Care Homes (PI-1459)
Submit Contract

716803 - Child Care Centers of Marshfiecld Inc

CONTRACT SUCCESSFULLY SUBMITTED TO DPI...

Your agency’s Centract infermation has been successfully submitted to the Department of
Public Instruction (DPI). Contract changes will become effective after they have been
reviewed by an assigned consultant at the DPL. In case of any descrepancies, a consultant
will contact your Sponscring Organizations for resolution.

You may modify any information submitted to the DFI before the contract is reviewed by DFI
Consultant. However, ence the contract is under review, you will receive a message that the
contract is locked.

Click Home page button te go back to home page or click logout at top right corner to
exit application completely.
D

Home

[General Info] [CFDA Arht Info]
Funded F rog| am] [Staff] [Pregram] [

ganizational Capability] [Internal Controls] [FUblicly
dget] [Attachments]

Contract will be locked after it is submitted and you have logged out. If you need to get back into your contract, contact your assigned consultant.

32 of 35 Pages NOTE: Throughout this manual there will be words that are blue & underlined. Click on these to open a specific document, go to a website, or to learn more information.


http://dpi.wi.gov/sites/default/files/imce/community-nutrition/doc/pod1459-ap.docx
http://dpi.wi.gov/sites/default/files/imce/community-nutrition/doc/pod1459-ap.docx

WDPI CACFP Contract Manual, Sponsors of Day Care Homes, Revised August 2016

1. On the page(s) requiring an upload, click ‘Upload’ or ‘Update’

Upload Instructions

All Institutions Permanent Agreement (PI-1486-AP)™ || 10/25/2015 || =2 |Update || Delete |
Federal Employer Identification (FEIMN) i
documentation (IRS Form S5-4 or IRS 09/30/2015 — Update Delete
form 1120) = o
Tax exempt v[] Click "Upload' or "Update' =
anly -501(c)( = Update Delete
|NE“'" Sponsor Cnly || Statement of Unmet Program MNeed 09/01,/2016 Update Delete |
Pricing Program
(Pricing Agency Pricing Program Addendunn Upload
Only)===
|Other Institutions ||Other || || Upload |

Upload: Appears when you have to upload a file for the first time

Update: Appears when you have already uploaded a file but need to
upload a more current file

Delete: Only choose this if the document no longer applies to your
agency

2. Click ‘Choose File’

Click "Choose File'

IMPORTANT UPLOAD REMINDERS:

3. Locate the PDF file on your computer, click ‘Open’

Organize Mew folder

Click the file

Mame

wvou need to
upload

@' Music
=] Pictures
B videos

mn

1% Computer
&L, Local Disk (C:)
# HEIDEJE (\WFPSP
# Shared DOWFPSPW . 4

File name: Pricing Program for CACFP.pdf

| Pricing Program for CACFP.pdf l

o Exermpt oia

TPt

Click

Date modified

9,/15/20151:21 PM
9/15/2015 1:21 PM

'"Open’

=z

Type

Adobe Acrobat D... 1,09

Adobe Acrobat D...

»

4. Click ‘Upload’

- All Files -

Cancel

e All uploads must be in pdf format (Adobe Acrobat Reader),
maximum file size 8MB.
o Attachment G must be uploaded as an Excel file
e Adobe can be downloaded for free at:

http://get.adobe.com/reader/
e Jpeg must be converted to a PDF:
http://www.freepdfconvert.com/
When scanning a document as a pdf file, scan in black and white
(or grayscale), with a resolution of 200 dpi or lower

B

Selected File :

Choose File | Pricing Prog...r CACFP.pdf

Click 'Upload'

?UPLDI\D

[Program Uploads]

5. The upload page will reappear. Click ‘Continue’
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Amending the Submitted Contract

After submitting the CACFP contract, you may need to make changes or additions to the approved contract.

1. Login with your permanent Agency Code and Password and follow the procedures
described in this manual.

fﬂ LOG IN
2. Select ‘Renew-Update Contract’ from the Contract Menu. Agency Code 999001
Password YT YT
i ! i ’ s:m::::u:: [ Submit ] [ Reset]
3. Click ‘Continue’ to proceed through the contract to make the needed changes or FROGRAMS
additions. T L

4. You must continue through the entire contract and click on the ‘l agree and accept the certification’ and ‘Submit’ buttons. Click on the ‘Logout’ button at the
top of the screen. The updated information will then be resubmitted to DPI for approval.

Browse Function

To browse the submitted contract:

1. Loginto the contract using your assigned agency code and password. ™
LOG IM

2. Select ‘Home-Day Care’

. , Agency Code 299001
3. Select ‘Contract N —
4. Select ‘Browse Contract’ T [(Submi ] [Resst)
5. Enter Contract Preparer/ Enterer Information Fincomr DPE
6.

Click ‘Continue’ to review contract (you will not be able to enter anything here).

€2 ruiiic istucrion

Home Home-Day Care |Contract| Renew Contract Viz Annual Certification Renew-Update Contract§ Browse Contract
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Additional Information and DPI Contacts

Password Assistance
Contact the DPI Federal Aids and Audit Section if you forgot your password or
need to change your password

o Jacque Jordee: 608-267-9134 or jacqueline.jordee @dpi.wi.gov

o Changing this password will change the password for all child nutrition
programs, including claims for reimbursement & contract access. If
you change your agency’s password, you will need to notify other staff
at your agency that access the claim &/or contract.

Amending the CACFP Contract
After submitting the CACFP contract, your agency may need to make changes
or additions to the approved contract
e Referto ‘Logging into the Contract’
e Click ‘Continue’ to proceed through the contract to make the needed
changes or additions
e Referto Certification & Confirmation to submit the contract
e Email your DPI Consultant informing them that there are changes to
your contract
e You can access and update your contract online at any time after it
has been approved

DPI Consultants
You can find your assigned DPI consultant on the Consultants by County
webpage

Guidance Memorandums (GM)

Wisconsin’s operations manual for the CACFP and referenced throughout the
contract manual.

e Provided to help administer the program

Include all documents needed to operate the program

Updated when USDA requires changes or when forms are revised

Find the GMs at the CACFP Guidance Memorandum webpage

Nondiscrimination Statement with Complaint Filing Procedures

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and
institutions participating in or administering USDA programs are prohibited from discriminating based on race,

color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should
contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at:

http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

mail: U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410;

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.

(1)
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